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Standard Operating Procedure 
Storage Room Setup 


Subject: Storage Room Setup for Medical Shelter Sites 


1. Introduction 


The purpose of this Standard Operating Procedure (SOP) is to provide guidance to 
Medical Shelter Site Management on what to consider when setting up storage 
rooms at Medical Shelter sites. 


All facilities will need to maintain and manage inventory stock of items. These items 
should be stored in an accessible and orderly way for inventory management, 
infection prevention, and operational efficiency. 


2. Procedures 
e Potential Stock Categories 
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Office Supplies 

Patient Hygiene Items 
Clothing 

PPE 

Medical Equipment 
Medical Supply 

Medical — Over The Counter Medicine and Vitamins 
Bedding 

Sanitation Supplies 
Facility supply and tools 
Snacks 


e Setup 


oO 


Supplies Needed: 
e Shelving 


° Bins 


° Cabinets 
Organize storage locations according to access needs and usage. 

e Example A: If case management needs access to hygiene items, 
clothing items and snacks, organize those categories in the same 
space 

e Example B: If PPE and Medical supplies need to be managed with 


restricted access, if space allows, those items could be stored 
together. Locate these nearest to Clinical Office. 
Keep stock in full boxes as much as can be done. This will make inventory 
more manageable. 
For items being distributed or consumed regularly, creating some bins that 
are accessible for usage will be helpful. These bins can include hygiene 
items, clothing, sanitation supplies, etc. 
Once the layout gets worked out, label all shelves and post a list of the 
storage room contents on the external door for efficiency. 


